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Abstract 

Time management is an essential component of leadership. 

Leaders need to develop strategies to maximize time in 

order to achieve personal and organizational goals. While 

there are numerous time saving methods, leaders will need 

to test and determine which patterns are most effective for 

their personal style. There are some organizational 

strategies that will benefit the individual leader as well the 

organization such as planning, goal setting, delegation, 

decision authority, and work life balance. By managing 

time, the leader is accounting for the important commodity 

of time within an organization. 

INTRODUCTION 

       Organisations and individuals have struggled to 

get everything done in the limited time available. 

There are deluge of interruptions to work flows in a 

organisation. It is also becoming increasingly 

difficult to prioritise various tasks, projects and 

interests. Organizations therefore wish that its 

business time is better organised in order to achieve 

all these. Today's working environment moves at a 

very fast pace and, sometimes, it can be difficult to 

keep up. Business expectations are increasingly high, 

yet there are many other things competing for the 

corporate and employees’ attention. On top of the 

workload,  processes and thoughts are interrupted by 

the phones ringing, e-mails landing in the inbox, 

visitors dropping in the office, power failures, and 

other environmental related interruptions, and before 

long, the day is passed and only so much little of the 

day’s to do tasks have been achieved. 

REVIEW OF LITERATURE 

        PanelRogerAtkinson, 1999. This paper 

provides some thoughts about success criteria for IS–

IT project management. Cost, time and quality (The  

 

Iron Triangle), over the last 50 years have become 

inextricably linked with measuring the success of 

project management. This is perhaps not surprising, 

since over the same period those criteria are usually 

included in the description of project management. 

Time and costs are at best only guesses, calculated at 

a time when least is known about the project.  

      PanelSaibalRay
a
E.M.Jewkes

b
,2004. 

In this paper, Economies of scale are present. The 

firm’s objective is to maximize profits by selecting 

an optimal guaranteed delivery time taking into 

account that (i) reducing delivery time will require 

investment, and (ii) the firm must be able to satisfy a 

pre-specified service level. We show that it is 

imperative for managers to know whether customers 

are price or lead time sensitive based on the 

simultaneous dependence of price and demand on 

delivery time before selecting a time-based 

competitive strategy.  

  Panel Lynn Crawford Julien Pollack 

DavidEngland,2000. The field of project 

management continues to develop in response to 

changing emphases in the management community 

and the demands of new project management 

application areas. This paper uncovers the trends of 

emphasis within the project management literature 

over the period 1994–2003, by analyzing articles in 

the International Journal of Project Management and 

the Project Management Journal. These results are 

then synthesized to provide a overall impression of 

how the field is changing. 

         JacksonVP ,2009.Realistic time management 

and organization plans can improve productivity and 

the quality of life. However, these skills can be 

difficult to develop and maintain. The key elements 
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of time management are goals, organization, 

delegation, and relaxation. The author addresses each 

of these components and provides suggestions for 

successful time management. 

FACTORS OF TIME 

MANAGEMENT

 

Source:https://www.google.co.in/search?q=factors+o

f+time+management&dcr=0&source=lnms&tbm=isc

h&sa=X&ved=0ahUKEwje56vB9NTZAhUFRY8KH

a1mDyMQ_AUICigB&biw=1366&bih=623#imgrc=

HOxzib3sjoFdCM: 

THREE DIMENSIONS OF TIME 

MANAGEMENT 

    Clarity of Intention:  Having clear goals is an 

obvious requirement for managing time. Clear 

intentions require both an understanding of all the 

results you want to achieve and how you need to 

contribute to the result. The best goals are directed at 

what is going on in the present.  

Focus on Effectiveness:  Clear focus is engaging in 

the activities that are important to achieving the result 

and reducing the unimportant. The focus needs to be 

broad enough that it addresses both the activities and 

the relationships necessary for success. While the 

purpose of a business is to satisfy customers, focus 

needs to be on delivering products and services that 

are pleasing to your customer; and not just pleasing 

your customers.  

Desire for Improvement: Measurement is the basis 

for all improvement. Effective measurement includes 

metrics for all the important activities that lead to a 

result; rather than just measuring the end goal. In the 

Internet age, we are bombarded with new ideas and 

information.  

 

BENEFITS OF TIME MANAGEMENT: 

 

1. Less Stress – Managing your time can directly 

reduce your stress level. Fewer surprises. Fewer 

tight deadlines. Less rushing from task-to-task 

and place-to-place. 

2. Get More Done – Of course, being productive is 

one of the main goals of time management. 

When you are aware of what you need to do, you 

are able to better manage your workload. You 

will be able to get more (of the right tasks) done 

in less time. 

3. Less Rework – Being organized results in less 

rework and mistakes. Forgotten items, details, 

and instructions lead to extra work. How often 

do you have to do a task more than once? Or 

make an extra trip because you forget 

something? 

4. Less Life Friction and Problems – How often 

do you create your own problems? Whether it is 

a forgotten appointment or missed deadline, not 

managing your time results in increased life 

friction. Avoid creating your own problems by 

planning and preparing for your day. 

 

CONCLUSION 
       In conclusion, time management is a very 

important skill to be learned and to be mastered in 

order to have a better lifestyle. By managing well 

time, you will no longer suffer from stress and your 

works/tasks will be done on time and with great 

quality. Remember that it is important to have the 

attitude to change your schedules and to change 

procrastination. 
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